Your Company Quality Program Self Assessment


	Self Assessment is the first step in implementing the Your Company Quality (GQ) plan for your department.  The goal is to identify the “gaps” that will become part of your action plan for meeting Your Company’s Quality standards.  GQ standards are largely based on ISO 9000:2001, so when you have completed your work you will be well on your way to “ISO Ready”.  Gaps are expected, and the more completely you identify them the better your final result will be.
How to Use: The Self Assessment form is divided into 9 sections beginning with “1.0 Quality Planning”.  Each section begins with a “Standard” that is numbered 1.0, 2.0, 3.0 …..N.0.  This is followed by rows stating the “Control Objectives” that must be met, if applicable, to meet the “Standard”.  These Control Objectives are numbered 1.1, 1.2, 1.3….. 1.n.   The Control Objective column is  followed by a “Status” column in which you indicate if your department meets the Control Objective  (Y), partially meets it (P) or does not meet it (N).  If the Control Objective  does not apply simply enter “n/a”.  In the last column you should note any gaps and reference any supporting documentation for the Control Objective  along with its location or URL.  You should also use this column for your notes/comments.  
Note: The “Standard” is what you need in order to achieve compliance with the Your Company Quality plan; the “Control Objective” is how you demonstrate that you meet the Standard.


	1.0
	Quality Planning

	
	Standard: Your Company Organizations plan for Quality to assure they meet customer requirements and corporate goals:
· Customer Intimacy
· Optimize Asset Utilization, 
· Drive Profitable Revenue Generation
·  Increase Operational Efficiencies.
Control Objectives:
	Status
- Y
- N
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	1.1
	Quality objectives are established including those needed to meet requirements for products or services.
	
	

	1.2
	Plans are in place to meet the requirements of products and services.
	
	

	1.3
	Business Continuity/ Disaster Recovery plans are implemented. 
	
	


	2.0
	Documents/Records Control and Management

	
	Standard: Current documented policies, procedures and forms are controlled and accessible for employee use. Employees can easily accessible needed documents.
Control Objectives:
	Status
- Y
- N
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	2.1
	· Documents are reviewed & approved prior to issue
· Documents are current
· Changes shall be identified
· Documents are uniquely identified
· Revision status is identified
· Document remain legible and identifiable
· Prevent unintended use of obsolete documents
	
	

	2.2
	Documents are stored and available for employees’ use.
	
	

	2.3
	Distribution of documents is controlled.
	
	

	2.4
	Master list of documents exists and is maintained.
	
	

	2.5
	Records are :
· Maintained for defined period
· Legible
· Identifiable
	
	

	2.6
	A documented procedure exists which defines identification, storage, protection, retrieval, retention time and disposition controls for records specific to products and/or services.
	
	


	3.0
	Management Responsibility

	
	Standard: Functional Management provides clear direction to its employees, communicate requirements, roles, responsibilities, results, goals and regularly review performance against company objectives.
Control Objectives:
	Status
- Y
- N
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	3.1
	Mission statements exist and are communicated at functional levels.
	
	

	3.2
	Functional level roles and responsibilities are defined and communicated (i.e. Org. chart).
	
	

	3.3
	Customer requirements are communicated and fulfilled.
	
	

	3.4
	Business plans supporting corporate strategies exists and are communicated.
	
	


	4.0
	Resource Management

	
	Standard:  Assure adequate physical and human resources are available to meet customer requirements.
Control Objectives:
	Status
- Y
- N
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	4.1
	Resources exist in order for employees to perform their jobs effectively.
	
	

	4.2
	Resources exist in order to meet customer requirements.
	
	

	4.3
	Job descriptions are documented.
	
	

	4.4
	Employees are provided appropriate training to ensure skills are maintained or improved upon. 
	
	

	4.5
	Training records are maintained.
	
	


	5.0
	Customer Related Processes

	
	Standard: Processes exist to assure customer satisfaction with Your Company’s products and services.

Control Objectives:
	Status
- Y
- N 
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	5.1
	Customer requirements are determined (delivery & post delivery activities) and communicated to required personnel.
	
	

	5.2
	Requirements are reviewed to ensure they can be met.
	
	

	5.3
	Records of customer requirements are maintained and reviewed.
	
	

	5.4
	Records of customer confirmation of requirements are maintained.
	
	

	5.5
	Design processes exists and cover the following:
· Review, verification & validation of design
· Documentation (functional & performance specs., any statutory or regulatory requirements)
· Change control
· Review of design inputs
	
	

	5.6
	Built product is tested to ensure it meets customer requirements.
	
	

	5.7
	Effective customer communication processes exist.
	
	


	6.0
	Purchasing

	
	Standard: 
o Products purchased conform to specified purchase requirements.
o Suppliers and vendors are selected based upon their ability to supply products or services in accordance with Your Company’s requirements.
Control Objectives:
	Status
- Y
- N 
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	6.1
	Products purchased conform to specified requirements.
	
	

	6.2
	Suppliers and Vendors are selected based on ability to supply products according to requirements.
	
	

	6.3
	Purchasing process exists and specifies product information needed.
	
	

	6.4
	Purchasing ensures specified purchase requirements are adequate prior to communicating with the supplier.
	
	

	6.5
	Product received is inspected to ensure it is free of defects and meets specified purchasing requirements.
	
	


	7.0
	Product Realization: Provisioning & Servicing

	
	Standard: Delivery of products and services is consistently executed and controlled. Processes for product delivery and servicing of solutions are documented, measured, communicated and available to employees. 
Control Objectives:
	Status
- Y
- N
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	7.1
	Product Life Cycle models exists for products and services.
	
	

	7.2
	Processes exist for delivery of products according to customer requirements.
	
	

	7.3
	Processes exist for maintaining products according to SLA’s.
	
	

	7.4
	Products installed are identified by suitable means. 
	
	

	7.5
	Identified product’s location is recorded and maintained. 
	
	

	7.6
	Customer Support Program exists to resolve product related problems.
	
	

	7.7
	A documented process exists to ensure customers are notified of problems that may affect their services. 
	
	

	7.8
	Problem Severity Levels are assigned for problems.
	
	

	7.9
	Problem Escalation procedure exists and is documented.
	
	

	7.10
	Recall process exists and is documented in order to recall products that are unfit to remain in service.
	
	

	7.11
	Emergency processes exist, and are documented to ensure services and resources are available to support recovery from emergency failures of services.
	
	

	7.12
	Established interface exists between problem resolution and configuration management to ensure fixes to problems are incorporated in future installations.
	
	

	7.13
	Documented patch procedure is established and maintained. 
	
	


	8.0
	Infrastructure

	
	Standard: Your Company’s network infrastructure and systems are secured, available and maintained to ensure compliance with customer requirements and SLA’s.
Control Objectives:
	Status
- Y
- N 
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	8.1
	Objectives, standards and policies exist regarding systems security, availability and maintainability, which are consistent with SLA’s.
	
	

	8.2
	Information Security Policies & Program includes, but not limited to:
· Audits
· Intrusion Detection
· Establish Access Levels
· Establish Risk Assessment Approach
· Clearly defined roles and responsibilities
· Access control to systems
· Data Classification
· Retention Policy
· Protection against threats such as sabotage, terrorism or vandalism
	
	

	8.3
	Physical Security exists to ensure protection of areas housing system related equipment. Physical Security Program should include:
· Access control to system supporting areas
· Information Classification
· Protection against threats such as loss, sabotage, terrorism or vandalism
	
	

	8.4
	Security Awareness Program exists to educate employees on Information and Physical Security issues and procedures.
	
	

	8.5
	A documented procedure exists for handling changes or modification to systems. As part of the changes there is a “promotion process”;
test, stage, production.
	
	

	8.6
	Adequate off-site storage of maintenance resources
· Program Libraries
· Data Tapes
	
	

	8.7
	Periodic review of system logs & trends analyzed to identify potential impacts to systems.
	
	

	8.8
	System users (internal & external) are identified and documented.
	
	

	8.9
	System availability features are compared to and tested to ensure they meet availability objectives
	
	

	8.10
	Risk assessments are conducted when internal or external environmental changes occur.  Risk assessment should address the protection against: fire, flood, dust, excessive heat, humidity and labor problems
	
	

	8.11
	Business Continuity & Disaster Recovery addresses range of possibilities including minor processing errors, destruction of records and outages.
	
	

	8.12
	Monitoring of system performance to ensure SLA compliance.
	
	

	8.13
	Environmental and technological changes to systems are monitored and impact to system is periodically assessed.
	
	


	9.0
	Measurement, Analysis & Improvement

	
	Standard: Measure the conformity to processes, SLA’s and customer requirements, as well as foster continuously improvement of processes, products and services. 
Control Objectives:
	Status
- Y
- N 
- P
- n/a
	· Supporting Documentation with Location/URL
· Gaps
· Comments or explanation

	9.1
	Monitor information relating to customer perception as to whether customer requirements have been fulfilled.
	
	

	9.2
	Processes are monitored to ensure they meet planned results.
	
	

	9.3
	Monitor characteristics of the product to verify that product requirements are fulfilled to ensure customer requirements and SLA’s are met.
	
	

	9.4
	Evidence of product conformity is maintained.
	
	

	9.5
	Product that does not conform to product requirements is identified and controlled to prevent its unintended use or delivery.
	
	

	9.6
	Records of product non-conformity and actions taken are maintained.
	
	

	9.7
	When non-conforming product is corrected it is re-tested to demonstrate conformity. Re-testing records are maintained.
	
	

	9.8
	Appropriate data is collected and analyzed to assure objectives are met and improvement opportunities are identified.
	
	

	9.9
	Continuous improvement of product, services or processes is evident.
	
	

	9.10
	A corrective action process exists and is documented.
	
	

	9.11
	Trends are analyzed to identify areas for improvement 
	
	

	9.12
	Preventive actions are taken to eliminate non-conformities to processes, products or services.
	
	



